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- Reference Yo,

Enginsering Division Personnel 15 ¥ay 1952

! - Chiefy Enginsering Divislon
© Oofrespendense log {Genwral) = (This Ordsr doss mot spply to ERD
! tattora, to Catalop Lattors, or Yo Procurenant Memow,
CHOTHEXHING DIVISION OFDTR #3352
le Log Humbers
he Dubgolng:
fhe log nuwsber shall conalst of letter X, letter ¢ (for
m}g &%ﬁﬁx‘ E {fﬂr Feg i o T W}g 1&3"&- ﬁigiﬁ ﬂf m , WWQ(&‘@Q
Bxampler I0R2-50L fm 1952
| XOE3206 for 1953
The log nusber shall conalot of latters YOB, last digit
of the calendar yemr, dash, and & nwber in chronologiosl ;m;'z%mnmflg
'. memapler HOES-31Y fer 1958
RS 2. ?ﬁg . : -

The log shall sonsist of two parts, using the standard inginsering
fora, One part shall be for inecalng mrmzz?;m%ﬂmr ths other mm‘% for "
oubgaing,

3. Tieckler filea

ks A thokdor file shall be kept on correspondence which comes
in for coordination o on routing and whish must be forwarded, The correse
pondenas Ltaelf shuldl e glven an incoming log musber only, The MAotian® on
the Jog will denole forwarding dste. 4 3 x 5 card file is suggestod for thle
parpese. The "HY nuwber shall be enterod on the card, and the routing within
Engineering Lf desired., The card shall ho placed in & £ile box unti) ths
correspordence Le sont out, ab which time the card shell Ye vemaved, and the
antry crossed sut. (One card say be csod seversl timeg.)

~ Ba The fohrono® copy of owtgoing correspondence being send sut
for ccordination or signature, filed in & suspunse Lalder, muiwm &8 8
chocht on the sction on eorvespondencs ariginating in Snginssring, When the
Document No. “ wossly
NO CHANGE in Class. ~]
T™\] DECLASSIFIED
Class. CHANGED TO: TS s c
DDA Memo, 4 Apr 77
| Auth: _DDA REG. 77/1765 _ MAY 19 1q
3 1089
. Date: & By:
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e

Jorraspaionss setoally cleays Ve offise, e oulcoing daty Ly | 0
the doubo sopy, which 18 thon plsced in im z:&rgg fiﬁm 48 nated on

3e Pougpunue® dated correspondences

. Aneeaing covvaspondence having & suspense date for setlon s 13
b Japand Lo as wbove, In adiinlen o %?gﬁar fle &%éabfmti? Bixy
card flia, tndowsd by e cars of the sonkhe The "% log meber suadl be
enterud ot & SERSL oF & BEd, a0 B reuling of the ST HBDIDENCY Bl
The cardy oF pupar shell then e flled under the dus Galee 7han e £GT L
é&zﬁmm cleare the offlow, Mw tiokler entey ehell L8 ressved fras the

by Operation of fygteas

Rl corvaponionos log shell be conteslled and aperated by tie
patien degigoated oo sald clork in the 08Fos of the “Mﬁ,gwwigt% *
Wwigion, drlglnsiore of sorrespondonns shall oheap, oF Typa, In She noper
right cormer of origlosl el espler of wanh phen of oorrenpordonsey

Mafurenee Yo

A

The sriginstorte file oy uﬁm e i’ammw o the Engincering nall des
with the correupondenions The mell olerk shall sark aﬁtﬁ %gﬁiﬁ&zgﬁﬁwk
proper Jog waber and reburn the wriginetor's sopy, | '
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